PART | DEPARTVENT OF PERSONNEL SERVI CES 17. 079
STATE OF HAWAI | 17. 080
17. 081
17. 082
Cl ass Specifications
for the C asses:

DEPARTMENTAL PERSONNEL COFFICERS I, I, 111, IV
(DEPARTMENTAL PERS OFFICER I, 11, 111, V)

Duties Summary:

This series includes only those positions which involve
directing or assisting in directing a departnental personnel
managenent program This invol ves organi zing, directing and
coordi nati ng personnel activities of a State organi zati on,

i ncluding, as a m ni num

A Anal yzi ng data concerning problens of absenteeism
turnover and enpl oynent of the physically handi capped;

B. St udyi ng personnel |aws and regul ati ons, appeals,
Attorney Ceneral decisions, collective bargaining
contracts, and ot her personnel trends;

C. Forrmul ating, interpreting and recommending to the
appropriate adm nistrative echel on policies and
procedures concerning recruitnment, placenent,
classification and pay, contract adm nistration,
mai nt enance of personnel records, procedures for health
and safety, etc.

D. The direction of subordinate personnel in carrying out
t he assi gnnents descri bed.

Eval uati on Factors:

El ements which affect the conplexity and | evel of operation
of personnel officer positions relate primarily to: 1) the
situation in which the program functions; and 2) the manner in
whi ch the personnel function is conceived and carried out.
Consequently, there is an aspect of total professional-type
responsibility in a personnel officer's position which is, to
sone extent, independent of such specifics of the operating
situation as size of work force served, nunber and conpl exity of
occupations invol ved, etc.

For the purpose of evaluation, it is first necessary to
determ ne the | evel of operation in the personnel managenent
operation, regardless of the size of the organization serviced.
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Broadl y speaking, the ultinmate goal of personnel managenent
is, wwthin the franework of applicable |laws and regul ati ons:
1) to furnish the departnment with a work force of maxi num
efficiency, stability and mninum size; and 2) to carry on the
wor k of the department under conditions which are satisfactory
both to managenent and enpl oyees. In order to assure consistent,
effective and equitabl e personnel managenment practices throughout
the State service and to pronote the direction and support of the
personnel program this presupposes the obligation upon each
departnment to nmaintain the nerit system and col |l ective bargai ning
t hrough careful observance of the principles, |aws, regul ations,
and contracts by which they are nade effective.

The scope of a sound personnel managenent program nay be
eval uated in several areas of historical inplication and
i mredi at e application:

1. Policies and Guidelines: The objectives of formnulation
of policies and guidelines is to: a) insure that the
departnment wll operate wthin the franmework of
applicable laws, rules and regul ations; b) pronote the
attai nment of the goals described above; and c) to
insure the consistent and equitable attai nnent of the
functional objectives described bel ow.

2. Position Cassification and Pay Adm nistration: The
obj ective of position classification is to provide an
orderly grouping of positions for recruitnent and
exam nation, for pay adm nistration and for other
per sonnel and nmanagenent purposes.

3. Staffing: The objective of staffing is to secure the
best qualified person available for each position
wi thin the departnent and to obtain maxi mum production
of each enpl oyee and the group by continuous efforts to
pl ace and retain each enployee in the position in which
he can best serve the departnment. Departnments nmay
elect to fill vacancies by appointnent, transfer from
outside the departnent, or placenent fromwthin the
depart nent.

4. Enpl oyee Perfornmance Eval uation: The objective of
enpl oyee performance evaluation is to appraise the
performance of State enpl oyees in order to:

a) strengthen supervisor-enpl oyee rel ati onshi ps;
b) recognize the nerit of enployees who have




PART |

Page 3

DEPARTMENTAL PERSONNEL OFFICERS |, Il, 111, IV

17. 079,

17.080, 17.081, 17.082

contributed to efficiency and econony in the State
service; c) identify unsatisfactory enpl oyees who
shoul d be reassigned or separated; and d) determ ne
met hods to increase the effectiveness wth which
enpl oyees do their work.

Enpl oyee Devel opnent: The objective of enployee

devel opnent is to inprove the efficiency and econony of
departmental operations by: a) developing a well-
trained work force; b) assisting enpl oyees toward
achieving their potential useful ness; and c) notivating
enpl oyees and stinmulating in thema sense of
participation. This includes such key devel opnent
procedures as orientation, in-service training, out-
service training and other nethods for the devel opnent
of enployees to continually gain in their prospective
roles in the departnental organization

Enpl oyee Rel ations and Services: The objective of

enpl oyee relations and service activity is to provide
recogni tion of the human factor in achieving a high

| evel of production by enabling enpl oyees to realize
that their work is inportant to the departnent, that
their well being is a matter of concern to their

enpl oyer, and that their rights as individuals are
respected. It recognizes as conpatible the rights and
just obligations of both managenent and enpl oyees. It
al so requires effort to create and mai ntain conditions
that bring about active and willing cooperation anpong
all nmenbers of the organization.

Enpl oyee Recognition and I ncentives: The objectives
are to: a) encourage enployees to participate in

i nprovi ng governnent operations; and b) recognize

i ndi vi dual enpl oyees or groups of enpl oyees whose
suggestions, inventions or acconplishnents contribute
to efficiency, econony or other inprovenent in
operations, cash and honorary awards provi de one of the
means of recogni zi ng enpl oyees for their superior

achi evenment s and performance.

Labor Rel ations: The objective of |abor relations
activities is to provide for harnoni ous and cooperative
rel ati ons between enpl oyees and enpl oyers through:

a) advising and assisting |line managenment in solving

| abor relations problens including the interpretation




PART | Page 4
DEPARTMENTAL PERSONNEL OFFICERS I, |1, 11, IV
17.079, 17.080, 17.081, 17.082

10.

11.

12.

13.

of collective bargaining contracts and settl enent of
gri evances; b) ensuring that enployees' and
managenent's rights are preserved and obligations are
met; and c) providing information to and assisting the
State's negotiating team

Cvil Rights: The objectives of civil rights
activities are to insure that: a) EEO and other | aws
and related regul ations prohibiting discrimnation are
foll owed; b) prograns deal with enployees and clients
in a non-discrimnatory manner; and c) conplaints are
m nimzed and are handled in a manner whi ch provides
equitable treatnment and m nim zes costs and

di srupti ons.

Heal th and Safety: The objectives of health and safety
activities are to insure: a) conpliance with
applicable |l aws and regul ations; and b) mnimze human
suffering, lost time and costs.

Per sonnel Records and Reporting: The objective of

mai nt ai ni ng adequat e personnel records is to provide:

a) the docunentation necessary to show that the |egal,
regul atory and procedural requirenents have been net in
all personnel actions; b) a basis for naking decisions
i nvol ved in personnel actions and for planning
operations; and c) a basis for reports on Personnel
activities.

Program Eval uati on: The objective of program
evaluation is to insure constant scrutiny by the
departnent of all activities of its personnel program
in order to determ ne: a) whether operations have been
handl ed in such a manner as to insure the del egation of
authority by the Departnent of Personnel Services;

b) whether the existing personnel organization is the
nost efficient arrangenent for acconplishing the work;
and c) whether personnel policies and practices are
desi gned and operating to keep personnel needs at the

| owest practicable |evel and to achi eve nmaxi mum
efficiency and stability of the work force.

Program Devel opnent: The obj ective of program

devel opnment is to insure that the personnel resources
of the departnment are obtained, devel oped, utilized and
treated in a manner that will naxim ze operations and
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service, mnimze cost, and prevent and/or resolve
pr obl ens.

G ade-Level Criteri a:

The grade-level criteria reflect typical conbinations of
situations, responsibilities and el enent val ues of personnel
of ficer positions at the various levels presently in existence.
| ndi vi dual positions will be allocated to the class which best
reflects those conbinations, based on an eval uation by the
Director of Personnel Services of the relative nature of
departnental prograns and their requirenents; the scope and
nature of the respective personnel programs and the manner in
whi ch they function, and the rel ationships of the personnel
officers to their departnment heads, and on the expressed intent
of managenent as to the purpose for the existence of a position,
where a vacancy exi sts.

ASSI STANT PERSONNEL OFFI CERS

The grade or |evel of an assistant personnel officer is to
be derived by conparison with the grade of the personnel officer
whom he assists and in consideration of the degree to which he
participates in planning and directing the personnel program A
full assistant, whose participation extends to all phases of the
personnel program wll typically be classified one grade |evel
bel ow t he grade appropriate for the personnel officer.

Therefore, no specific discussion will be included for the
assistant who functions as a full assistant to the personnel
officer. Positions which are not full assistants are properly
all ocated to the Personnel Managenent Specialist series or to the
Personnel C erk-Technician series.

Departmental Personnel Oficer |V

This class reflects the top |l evel in the Departnental
Personnel O ficer (DPO series, and involves three major factors.
They are:

1. Si ze of departnent and nature of departnental prograns
and resulting personnel programrequirenents. These
nmust be such that difficult personnel problens are
i nherent and that an appropriate response i s apparent:
(1.e., the departnent has a substantial nunber of hard-
to-recruit positions and the personnel programis
characterized by intensive recruitnent requirenents;
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the staffing of the departnent involves relatively

hi gh-turnover occupations, shift work and ot her
probl em generati ng work situations such as are found in
institutions and the personnel programis actively
involved in mnimzing their effect; work situations
create a significant nunber of on-the-job injuries and
resul tant workers' conpensation problens and the
personnel program has significant safety and acci dent
prevention activities and a coordi nated and active

wor kers' conpensation activity; and departnental
progranms and staffing require and result in a | abor
relations function wth significant involvenent in the
negoti ati on process, and the resolution of grievances,
and furthernore a significant role in the processing of
EEO conplaints by clients as well as staff).

The manner in which the personnel office functions.

The personnel program as a whol e shows conti nui ng
assessnment of the manpower needs and resources of the
departnent, a thorough analysis of |ong-range, as well
as current, problens, and a planned, integrated,
conprehensi ve approach to their solution as well as to
the overall enhancenent of the operations of the
departnment. While authority to inplenment sone aspects
of personnel programinprovenents and probl em sol utions
may rest with the central personnel agency, a DPO at
this level routinely develops, on his own initiative, a
conpr ehensi ve approach including concrete details for

i npl enentation by the departnment, where such authority
is del egated by the departnent, and by the central
agency as required.

In addition to this conprehensive, |ong-range concern
wi th maxi m zi ng the human resources of the departnent,
t he personnel officer also denonstrates initiative in
nore specific areas by devel opi ng personnel prograns
whi ch go beyond st atew de requirenents, go beyond

i mredi at e and urgent probl ens, and which involve
creative and innovative sol utions.

Finally, the personnel officer exercises a strong
control over |line managenent by reviewi ng line
recomendations for their conformance with principles
of good personnel managenent as well as to insure that
regul ations are conplied with and by denonstrated



PART | Page 7
DEPARTMENTAL PERSONNEL OFFICERS I, I, 111, IV
17.079, 17.080, 17.081, 17.082

willingness to act in approving or disapproving

proposal s or requests.

Rel ationship with the departnment head. The day-to-day
activities of the department nust show that the
department head has del egated significant authority to
t he Departnental Personnel Oficer to act in personnel
matters both in terns of the planning, strategies and
functioning of the personnel programas a whole and the
handl i ng of |ocalized problens and individual cases
(e.g., the departnment head relies upon the Departnental
Personnel O ficer to devel op and i npl enent overal
program content and solutions to problem situations and
followup with the central agency as required as well
as to act for himin disapproving |ine recomendations
which are in conflict with sound personnel managenent
principl es).

Departmental Personnel Oficer I

This class reflects two types of positions:

A

The position which functions in a manner simlar to the
next higher level but is located in a departmnment which,
because of nore linmted size and | ess denmandi ng
prograns, does not inherently present the sanme extent,
urgency and severity of personnel problens and
consequently does not require or denonstrate the sane
response by the program

The position which functions in a departnment of such
size and with prograns of such nature that difficult
per sonnel problens are inherent, but where the

per sonnel program does not function in the manner or to
t he extent described at the next higher level in
respondi ng to those problens and where the role of the
personnel officer does not regularly involve the
exceptional manner of functioning and the del egation by
t he departnent head found at the next higher level. A
position in this class operates a full personnel
program for the departnent, as discussed in the section
on Eval uation Factors, has gained |ine acceptance of

t he concept that personnel managenent is an integral
part of the total nanagement process, and is taken into
responsi bl e participation in the managenment process.
However, nost activities are limted to those involved
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in dealing with specific, current problens, there is
little or no initiative evident in conprehensive, |ong-
range program devel opnent which transcends those
specific current problem situations and/ or exceeds
normal statew de requirenents, and invol venent of the
department head and central personnel agency are

evi dent in program eval uati on, program devel opnent and
t he devel opnent of solutions to specific problem
situations. Further, the relationship with line
managenent is normally confined to provision of

advi sory services and assurance of techni cal
correctness of actions and does not involve del egated
authority to overrul e actions based on principles

rat her than regul ations.

Departnental Personnel Oficer |

This class reflects two types of positions:

A The position which functions in a departnent which
is nmore limted in size and invol ves | ess
demandi ng prograns, and whose rol e does not
regularly involve the exceptional manner of
functioning and the del egati on by the departnent
head found at the highest level. A position in
this class operates a full personnel program for
the departnent, as discussed in the section on
“Eval uation Factors", has gained |ine acceptance
of the concept that personnel managenent is an
integral part of the total nanagenent process, and
is taken into responsible participation in the
managenent process. However, nost activities are
l[imted to those involved in dealing with specific
current problens, there is little or no initiative
evident in conprehensive, |ong range program
devel opnment whi ch transcends those specific
current problem situations and/or exceeds norna
statew de requirenents, and invol vemrent of the
departnment head and central personnel agency are
evident in program eval uati on, program devel opnent
and the devel opment of solutions to specific
probl em situations. Further, the relationship
with |ine managenent is normally confined to
provi sion of advisory services and assurance of
techni cal correctness of actions and does not
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i nvol ve del egated authority to overrul e actions
based on principles rather than regul ati ons.

B. The position which functions in a departnent of
such size and with prograns of such nature that
difficult personnel problens are inherent, but
whose rol e has not devel oped to fully enbody the
phi | osophy, theory, and practice of sound
per sonnel managenent, as described under
"Eval uation Factors" and at the next higher |evel
(Type B), although there may be present sone
evi dence of personnel activities of a broader
scope than actual naintenance.

Departmental Personnel Oficer

The position which is located in a departnent of nore
limted size and | ess demandi ng prograns and whose rol e has not
devel oped to fully enbody the phil osophy, theory and practice of
sound personnel nanagenent, as descri bed under "Eval uation
Factors" and at the next higher |evel (Type A), although there
may be present sonme evidence of personnel activities of a broader
scope than actual nmaintenance.

This is an anmendnment to the class specification for the
cl asses DEPARTMENTAL PERSONNEL OFFICIERS I, 1, 1I1l, and IV
approved on Decenber 29, 1967.

DATE APPROVED: 7/14/81

DONALD BOTHELO
Director of Personnel Services

The code nunbers for the classes in this series were changed
from2.882, 2.883, 2.885 and 2.887 to 17.079, 17.080, 17.081 and
17.082, respectively, and the classes were incorporated in the
Excl uded Managerial Conpensation Plan (EMCP) effective July 1
1981 in accordance with Act 254, SLH 1980.

Revi ewed for currency on July 25, 1982.



